THE MORAY COUNCIL

JOB DESCRIPTION
	 (1)
JOB IDENTITY

	POST TITLE:  Stores Person                   DEPARTMENT:  Environmental Services


SECTION:       Fleet Services                   LOCATION:        Ashgrove Depot, Elgin


REPORT TO: Senior Storesperson          POST NO:

GRADE:       4   


               

	


	(2)
JOB PURPOSE AND WAY OF WORKING

	To be part of a team responsible for the functioning of the Fleet Services Central Stores, parts purchasing, stock control, safety and providing users with a best value service.


	(3)
MAJOR TASKS

	3.1 Maintain Central Stores vehicle parts, consumable and immediate use stock
3.2 Liaise with vehicle maintenance Mechanics & Supervisors to accurately identify vehicle parts requirements

3.3 Comply with Health and Safety at Work legislation, Council, procurement policies and general housekeeping
3.4 Undertake training and attend training courses as required
3.5 Responsibility for allocated vehicles & equipment


	(4)
REPORTING RELATIONSHIPS
This job is indicated by *

	

	
[image: image1] 
     



SIGNATURES AND ADMINISTRATION ONLY

	Author’s Signature:

Postholder’s Name:

Supervisor’s Name:
	Validator’s Signature:

Signature:

Signature:
	Date:

Date:

Date:


	 (5)
DUTIES TYPICALLY INCLUDE:

	5.1 To maintaining Central Stores vehicle parts stock, consumables and    immediate use purchasing systems. 

5.1.1 Source stock and immediate use vehicle parts for the Councils diverse fleet of vehicles and plant 
5.1.2 Manage vehicle stock and records and ensure correct recording of stores items

5.1.3 Prepare stock control, purchasing & issue records for the Stores Supervisor as required to assist with internal and external audits
5.1.4 Comply with all Moray Council financial and procurement procedures
5.1.5 Use fleet management electronic systems to purchase & record stock and immediate use items
5.1.6 Identify best value parts supply routes via approved frameworks & suppliers

5.1.7 Assist with the supervision and completion of Stock checks on regular basis and monitor results takes in accordance with Internal Audit criteria
5.2 Liaise with vehicle maintenance mechanics & supervisors to accurately identify vehicle parts requirements
5.2.1 Ensure that stock and immediate use stock supplies are allocated     accurately to individual jobs
5.2.2 Process vehicle parts warranty claims
5.2.3 Liaise directly with Workshop Mechanics, Workshop & Stores Supervisors
5.2.4 Cross referring parts
5.2.5 To advise the Senior Storesperson in all matters relating to vehicle parts suppliers, stock, operation, monitoring, performance and overall development of Central Stores.
5.3 Comply with Health and Safety at Work legislation, Council, procurement policies and general housekeeping

5.3.1 Maintain a tidy & organised workspace
5.3.2 Advise the Stores Supervisor of any action required to deal with vehicle stores hazards
5.3.3 Implement and comply with Council Health and Safety at Work policy
5.4 Undertake training and attend training courses as required

5.4.1 Attend training courses as required by the post

5.4.2 Required to reasonably available for out of hours duties
5.4.3 Assist with the training & supervision of colleagues and apprentices
5.5 Responsibility for allocated vehicles & equipment

5.5.1 Responsibility for allocated vehicles & plant including daily checks & driver maintenance

5.5.2 Occasional delivery of stores items within Moray

The above is intended to provide a clear but concise statement of the present MAJOR TASKS and ACTIVITIES of the job.  It is not an exhaustive list of all its detailed duties.


THE MORAY COUNCIL

PERSON SPECIFICATION

Post:



VEHICLE STORESPERSON


Department:


DIRECT SERVICES – FLEET SERVICES



Date Specification Completed:
9th November 2026
Note:  Any disabled applicant who meets the essential criteria for the post is guaranteed an interview.

	ATTRIBUTES
	ESSENTIAL
The minimum acceptable levels for safe and effective job performance
	DESIRABLE
The attributes of the ideal
 candidate

	(1) Experience


	Experience in a purchasing and stock control environment


	Minimum 4 years’ experience in a fleet/vehicle purchasing and stock control environment

Experience in a multi-function store
Experienced of computerised stock control systems

Experience in COSH, Health and Safety legislation in work practices

	(2) Education & qualifications*
	Qualification in vehicle parts supply equivalent or demonstratable experience
Good secondary education in English, Maths and two other subjects 
Full driving licence category B
	Qualification in vehicle parts supply
Experience in IT Stock control systems
Forklift driving certificate 



	(3) Skills/abilities (general)


	Customer service experience
Flexible attitude   
Ability to work on own initiative with minimal supervision     
Computer literacy & good Keyboard skills 
	Ability to deal effectively with parts suppliers & departmental personnel 

	(4) Skills/abilities specific to post*


	Knowledge and ability to undertake a wide range of stores, warehousing and stock control activities
	Ability to work under pressure
A wide knowledge of vehicles and plant

	(5) Inter-personal & social skills


	Good communicator      
Tidy worker organised  
Attention to detail
Flexible and adaptable

Helpful and able to show initiative
	

	(6) Working environment & physical demands


	Manual and physical dexterity for working within the stores and out of doors      
Satisfactory report from Occupational Health Service 
	


* Candidates will be required to show these documents if invited for interview.

Satisfactory Disclosure Scotland check required?


NO
Satisfactory pre-employment medical screening required?
YES 
Fleet Services Manager





Fleet Operations & Workshop Manager 





Fleet Business Co-ordinator





Fleet Officer





Senior Storesperson





Stores Person








